
 
 

 

JOB OPPORTUNITY  
 
 

Position:  Maintenance Clerk 

 25-2022 
 
Department:   Maintenance  
 
Commencing:   As soon as possible 
 
Salary:  $20.07 - 22.61 /hr 
 CUPE 65- 03 wage schedule 
  
Deadline:   Open until vacancy filled 
 
Job Description:   Enclosed 
 
Riverside Healthcare Facilities Inc. invites applications from all qualified applicants.  
 
To be considered, please send your completed cover letter, and resume by e-mail 
to  human.resources@rhcf.on.ca or: by fax to 807-274-2898 by the deadline. 
 
For more information, please contact Human Resources at:  human.resources@rhcf.on.ca 
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JOB DESCRIPTION 

POSITION (Title):   Permanent Part Time Maintenance Clerk,   
Full time Interim June,2022 – December,2022 

DEPARTMENT/SERVICE 
AREA:  

Maintenance  

SITE: RCLTC 

REPORTS TO (Title):   Manager of Maintenance & Engineering 

 
QUALIFICATIONS NECESSARY: 
 

 Clerical Experience with a minimum Grade 12 high school graduation or appropriate related 

educational qualifications deemed acceptable by the Employer; 

 Proficient in using MS Office applications, including MS Word, Excel, ORMED and PowerPoint; and 

computer skills necessary to perform varied tasks; 

 Demonstrated competency in office practices and procedures; 

 Understands and maintains confidentiality; 

 Demonstrated leadership and problem solving skills; 

 Excellent communication and interpersonal skills; 

 Ability to work as a team member as well as independently with minimum supervision; 

 Excellent organizational skills and ability to set priorities ; 

 Familiar with Occupational Health & Safety Worker’s rights and responsibilities 

 Ability to work in long term care environment; 

 Knowledge and understanding of Health related agencies; 

 Inventory and purchasing control experience; 

 Mechanical aptitude considered an asset;   

 Demonstrated strong written and verbal communication skills; 

 Demonstrated strong interpersonal skill with the ability to function effectively independently, within a 

team, with front line personnel , and management; 

 Demonstrated ability to function effectively in a fast paced healthcare environment with excellent 

organizational and time management skills with the ability to multitask and prioritize workload; 

 Dependable with a verifiable acceptable attendance record; 

 Proven ability to perform the essential duties of the position on a regular basis. 
 

 
BASIC RESPONSIBILITIES: 
 
Provide clerical support to the Maintenance department. 
 
 
 
 
 
 
 



SPECIFIC DUTIES: 
 

1. Orders and maintains the inventory of Maintenance supplies and equipment coordinates deliveries in 
stores. 
 

2. Prepare time, schedules; call in relief staff when required for Maintenance department. 
 

3. Enter payroll for Maintenance. 
 

4. Schedules Work Orders and Preventative Maintenance through a maintenance computerized program 
 

5. Provides appropriate customer service in person or per phone. 
 

6. Codes Invoices.  
 

7. Provides clerical support as assigned, e.g. typing, photocopying, minute taking, agenda preparing, etc.  
 

8. Deals tactfully and courteously with residents, resident’s family, visitors, and other staff.  
 

9. Maintains confidentiality with all aspect of position.  
 

10. Works in compliance with relevant regulations, policies and procedures. 
(i.e. Occupational Health and Safety Act.)   
 

11. Participates in staff development training and programs are required.  
 

12. Performs such other related duties as may be assigned.  
 
RESPONSIBLE TO: 
 

Manager, Maintenance & Engineering 
 Salary as per Union schedule.   

 
CURRENT ASSIGNMENT: 
 

 This position may be required to work days, evenings, nights, and weekends 
 This position may be required to work on-call. 
 The current assignment is: Days. 

 
POSITION AVAILABLE: 
 

 This position will commence June,2022 and will be a full time interim until December,2022.  
 Starting January 2023 the position will return to Part Time  

 

Please submit resumes to humanresources@rhcf.on.ca 
 


